A follow-up study and job-activity analysis of the 1953-1958 secretarial graduates of Merrimack College, North Andover, Massachusetts. by Carse, Lydia T
Boston University
OpenBU http://open.bu.edu
Theses & Dissertations Dissertations and Theses (pre-1964)
1959
A follow-up study and job-activity
analysis of the 1953-1958
secretarial graduates of Merrimack
College, North Andover,
Massachusetts.
https://hdl.handle.net/2144/14419
Boston University
-~---
• 
• 
--~·w•-:--,_·.~,. .- -~_...,--_· ""': : -·. 
.. -
BOSTON UNxtERSITY 
i 
SCHOOL OF EpUCATION 
I 
Thesis 
A FOLLOW-UP STUDY AND JOB-ACTIVITY ANALYSIS OF THE 
. . . . . . 
1953-1958 SECRETARIAL GRADUATES OF MERRIMACK COLLEGE, 
I 
NORTH ANDOVER, MASSACHUSETTS 
I 
! 
I 
Submitted by· 
I 
' ! 
Lydia T. Carse 
(B. s. s., Boston University, Boston, Massachusetts, 1927) 
In partial rulfillment or!the requirements ror 
the degree or Master or Education 
1959 
~oaton University 
SQhool of Education 
Library 
• 
First Reader: 
Second Reader: 
• 
Lester I. Sluder, Associate Professor of 
B~siness Education 
Mary E. Connelly, Associate Professor of 
Secretarial Studies and Business Education 
ii 
• 
• 
ACKNOWLEDGMENT 
To Proressor Lester I. Sluder, or the School or Education, 
Boston University, tb.e writer expresses sincere appreciation 
ror his encouragement and help in the preparation and completion 
·or this study. 
iii 
• 
CHAPTER 
I 
II 
III 
IV 
v 
VI 
TABLE OF C ON TENTS 
INTRODUCTION • . . . . . . 
Statement of the Problem • . . . . . . . . . 
Analysis of the Problem . . . . . . . . . . 
Justification of the Problem • . . . . . . . 
Delimitation of the Problem . . . . • • • • 
Organization of the Study . . . 
BACKGROUND AND RELATED LITERATURE . . . . . . 
Background of the Study • • • • • • 
Review of Related Literature •• 
METHOD OF PROCEDURE . . . . . 
ANALYSIS AND INTERPRETATION OF DATA 
Information Obtained From 
Job-Activity Data ••• . . . 
SUMMARY AND CONCLUSIONS . . . . . 
. . . . 
. . 
. . . . . 
. . . 
. . . . 
RECOMMENDATIONS FOR IMPROVING THE 
SECRETARIAL SCIENCE PROGRAM . . . . 
BIBLIOGRAPHY • . . . . . • • • . . . . . . . . 
APPENDIX . . . . . . . . . . . . . 
Letter of Transmittal . . . . . . . . . . . 
Data Sheet • . . . . . 
Check List • . . . .. . . . . . . . . . . . . 
iv 
PAGE 
1 
1 
1 
2 
4 
4 
5 
5 
7 
18 
21 
37 
68 
71 
73 
76 
77 
78 
80 
LIST OF TABLES 
TABLE PAGE 
I RETURNS FROM QUESTIONNAIRES BY CLASSES • • • • 21 
II NUMBER OF EACH CLASS DOING STENOGRAPHIC 
OR SECRETARIAL WORK AT THE TIME OF THE STUDY • 22 
III NUMBER OF RESPONDENTS WHO HAD OBTAINED 
ADDITIONAL SCHOOLING SINCE GRADUATING 
FROM MERRIMACK COLLEGE • • • • • • • • • • 
IV NUMBER OF RESPONDENTS WHO HAD HELD FULL-
TIME OFFICE .JOBS SINCE GRADUATION, BUT WHO 
WERE UNEMPLOYED, STUDENTS, OR TEACHERS AT 
23 
THE TIME OF THE STUDY ~ o • • • • • • • • • • 24 
v NUMBER OF DIFFERENT JOBS WHICH HAD BEEN 
HELD BY THE 60 DOING OFFICE WORK AT TEE 
TIME OF THE STUDY • • • • • • • • • • • . . . 
VI TIME OF EMPLOYMENT IN RELATION TO GRADUATION • 26 
VII METHODS USED BY GRADUATES TO OBTAIN FIRST 
OFFICE .JOBS • • • • • • • • • • • • • • • • • 27 
VIII S4LARIES RECEIVED BY 1953 GRADUATES 
IX 
X 
XI 
XII 
XIII 
XIV 
SALARIES RECEIVED BY 1954 GRADUATES 
SALARIES RECEIVED BY 1955 GRADUATES 
SALARIES RECEIVED BY 1956 GRADUATES 
SALARIES RECEIVED BY 1957 GRADUATES 
SALARIES RECEIVED BY 1958 GRADUATES 
. . . . . 
. . . . . 
. . . . . 
. . . 
. . . . . 
TOTAL FREQUENCY OF THE 76 OFFICE ACTIVITIES 
PERFORMED BY THE 69 RESPONDENTS, ARRANGED 
IN ORDER OF FREQUENCY • • • • • • • • • • . . 
XV TOTAL FREQUENCY OF PERFORMANCE OF THE 76 
ACTIVITIES CLASSIFIED ACCORDING TO TYPE OF 
28 
29 
30 
31 
32 
33 
39 
ACTIVITY AND ARRANGED IN ORDER OF FREQUENCY 47 
XVI 
.XVII 
SIGNIFICANCE OF THE TOTAL FREQUENCY OF THE 
76 OFFICE ACTIVITIES PERFOill~D BY THE 69 
RESPONDENTS AND WHICH ACTIVITIES NEED MORE 
EMPHASIS IN SCHOOL • • • • • • • • • • • • 
SIGNIFICANCE OF ACTIVITIES IN EACH 
. . 
CLASSIFICATION • • • • • • • • • • . . . . . . 
v 
54 
62 
CHAPTER I 
INTRODUCTION 
Statement er the Problem 
The problem o~ this thesis wa~ to make a rollow-up study 
and job-activity analysis or the 1953-58 secretarial graduates 
or Merrimack College, with implications ror curriculum 
revision. 
Analysis of the Problem 
This survey had three specific purposes: 
1. To learn if the training received at 
Merrimack College adequately prepared 
the graduates for beginning orrice 
employment 
2. To get ·information regarding the skills 
most rrequently used and the activities 
most commonly perrormed in the jobs held 
by the graduates 
3· To suggest changes in the secretarial 
science curriculum if the findings of 
the study indicate the need for change. 
Requests for the following items of information were 
included on the questionnaire: 
1. Educational work taken since graduation 
2. Present employment status 
3. Method by which-the first, second, and 
present office positions were obtained 
4· Period of employment for first, second 
and present jobs 
l3oston University 
School of Education 
Library 
• 
5. Kind of position held in first, second, 
and present jobs 
6. Weekly wage received at the start of 
first job 
7· Weekly wage received on present job 
8. Number of different office positions 
held since graduation 
9. Subjects studied in college which were 
most beneficial to graduates in first 
office jobs 
10. Subjects studied in college least 
beneficial to graduates in first office 
jobs 
11. Subjects not taken in college which would 
have been helpful in first office 
positions 
12. Job activities which should have had more 
instruction in college 
13. Duties and activities most frequently· 
performed in the areas of stenography, 
filing, typeWriting, bookkeeping, and 
office machines 
14. 'Types of office machines most frequently 
used 
15. Activity or activities which consumed the 
major block of graduates• time daily 
16. Ways in which the graduates felt the 
college could have helped them more. 
Justification of the Problem 
The business world today is in a continuous state of 
2 
change and development. Businessmen want office workers 
e who are adequately trained to meet the demands made upon 
them by change and growth. It is the aim of the Secretarial 
3 
Science Department or Merrimack College to develop the 
secretarial program so that its graduates will have the skills, 
knowledges, and attitudes which business wants. 
1 Strony makes the following observationt 
The schools with progressive secretarial programs 
are keeping in mind that the employer is interested· 
in hiring an individual ror three main reasons--the 
kind or person he is (personal development and 
background); what he can do (his skills); his ability 
and willingness to grow (rurther education arter the 
job is secUred). The schools that are keeping those 
three factors in mind>are rendering a service to the 
student, the employer, and our whole economic society. 
At the time or this study, the secretarial curriculum at 
Merrimack College is being evaluated. The information 
obtained rrom this study should be or value in the planning 
or courses or programs which will orfer greater educational 
opportunities to the students. The chance to fill top-level 
positions comes most rrequently to young women with a broad, 
general education and professional training in special 
business fields. A knowledge or the opportunities available 
to the trained secretary will be or interest to the students. 
A knowledge of the duties perrormed and the skills 
n~eded for successful perrormance on the job, as revealed by 
the survey, will be helpful in preparing the students to 
meet the demands or business. 
Students often have unrealistic ideas or the wages which 
they expect to receive ror their rirst jobs. The wages 
1 
· Strony, Madeline s., 11Plans Ahead in Secretarial 
Programs, tt ·The American Business Education Association Yearbook, 
Vol. 14, 19~ P• 228. 
reported in the study will give facts regarding the earnings 
of the graduates. 
The study should reveal the courses which need to be 
strengthened as well as those which need less emphasis. 
4 
T.he fact that there has been no previous follow-up study 
or job-activity analysis of the secretarial graduates of 
Merrimack College indicates the need for this survey. 
Delimitation of the Problem 
This survey was limited to a study of the two-year and 
four-year graduates of the secretarial science programs for 
the years 1953, 1954, 1955, 1956, 1957, and 1958. This study 
did not include accounting, business administration, or 
marketing majors. Students who left college before graduation 
were not included. 
Organization of the Study 
Chapter I contains an introduction to the study and 
statement of the problem. A brief description of the 
background of the study and a review of related research is 
given in Chapter II. In Chapter III, the procedures followed 
in carrying out the study are explained. Chapters IV and V 
report the analysis and interpretation of the data and include 
a summary and conclusions. Chapter VI gives suggested changes 
in the secretarial curriculum based on the findings. 
CHAPTER II 
BACKGROUND AND RELATED LITERATURE 
Background or the Study 
Since this survey is based on the vocational activities 
o~ the secretarial science graduates of Merrimack College, 
it is appropriate to include in the study a short history of 
that college. 
Merrimack College1 was ~ounded in 1947 by the Augustinian 
Fathers to supply the need ~or an institution of higher 
learning in the Merrimack Valley. Temporary buildings were 
erected to meet the increased demand for higher education 
which developed during the postwar years, and the construction 
of permanent buildings was soon begun. In 1949 the first of 
the permanent buildings was completed. T.here are a fully 
equipped science building, a liberal arts building, a faculty 
hall, where the library and of~ices of the administration are 
for the present located. In the spring of 1955 the Collegiate 
Church of Christ the Teacher was dedicated. There is a large 
auditorium in the basement of the church. The business 
administration building and the central heating plant were 
completed for use in September, 1958. A student union building 
is being constructed for use in 1959. 
While men only were admitted to the full-time session 
for the first three years, the college became co-educational 
1Merrimack College Catalogue, 1958-1960, p. 9. 
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in 1950; and at that time young women were admitted to the 
regular session. They may apply for enrollment in any of the 
courses of study now offered. 
The site of the college is in the towns of Andover and 
North Andover, located near Lawrence, Massachusetts. The 
grounds cover about two hundred and twenty acres of land 
overlooking a countryside rich in historical colonial background. 
Its proximity to Boston makes it possible for students to 
avail themselves of the opportunities and cultural advantages 
of a metropolitan area. 1 
The objectives of the Division of Business Administration 
are presented in the 1958-1960 Oatalogue2 as follows~ 
The curriculum leading to the degree of Bachelor 
of Science in Business Administration has been 
planned (l)~o give students a broad cultural basis 
and a knowledge of the techniques of business so that 
they will be better qualified to earn a living; (2) to 
give a deeper understanding of the significant changes 
which mark the course of social, political, and 
economic life to the end that they may be better 
prepared to assume the duties and responsibilities of 
intelligent citizenship • 
• • • The Secretarial course is designed to 
prepare students who wish to combine proficiency in 
secretarial techniques with training for executive 
and administrative positions. Although the curriculum 
provides for the development of skill in shorthand, 
typewriting, and office procedure, the student also 
receives training in such fields as accounting, 
business law, economics, finance, marketing, and 
statistics. In addition, the student's educational 
background is broadened and personality enriched by 
courses in English literature, social science, and 
other cultural studies. 
1 Ibid., PP• 9-10. 
2 Ibid., p. 34· 
7 
Review or Related Literature 
The literature reviewed ror this study included surveys 
or high school and college graduates. While the level or 
education may dirrer, the objectives are the same~ To help 
) 
students in making satisractory adjustment to the changing 
social and economic conditions or today, and to give students 
knowledges and techniques which will prepare them ror 
vocational competency and occupational change. 1 
In pointing out some or the characteristics or today's 
school population, Enterline 2 states; 
The responsibility or educating youth to find 
an acceptable place in the economic scheme, to 
create in him a desire to think wholesomely about 
economic problems and to contribute to their 
solution is a challenge to educators never presented 
before in history. 
The objectives of the American Association of Collegiate 
Schools of Business as revealed by Puckett3 are (1) to give 
training in the general fundamentals or business and business 
administration, (2) to give training in specialized fields, 
(3) to give training for business leadership, and to develop 
a cultural and ethical background. 
1walters, R. G., and Nolan, C. A., Principles and Problems 
of Business Education, South-Western Publishing Company, 
Cincinnati, 1950, Ch. 2. 
2 
Enterline, H. G., "The Characteristics of a Changing 
School Population, 11 The American Business Education Yearbook, 
Vol. 13, 1956, P• 2~ 
3Puckett, Cecil, ltBusiness Curriculum Practices on the 
College and University Levels,n The American Business Education 
Yearbook, Vol. 4, 1947, pp. 218-219. 
Puckett1 suggests that collegiate schools o~ business 
will soon see the need ~or training secretaries and teachers~ 
A survey made by the University o~ Denver in 
1940 in an attempt to establish credit ~or courses 
in secretarial science revealed that in general, 
collegiate schools o~ business were opposed to 
giving credit ~or skill subjects such as shorthand 
and typewriting. Since that time the trend has 
been to allow credit toward graduation ~or these 
subjects. • •• There is little doubt that in the 
near ~uture practically all schools o~ business 
will see the need ~or training secretaries and 
teachers. 
Eyster2 emphasizes the importance o~ economic knowledge 
and understanding when he says: 
Knowledge and understanding are the keys to 
de~ensible attitudes toward business, government, 
and li~e. The role o~ economic knowledge and 
understanding is ~remendously signi~icant in 
providing the requisites ~or attitudes toward 
business and labor and government that are 
compatible with democracy and ~ree enterprise. 
Thus, the need ~or economic understanding ~or 
people generally seems to be ~irmly and 
unquestionably established. 
8 
Benson points out that it is necessary ~or the businessman 
and educators to cooperate in constructing the business 
curriculum i~ the curriculum is to attain its objectives. By 
working together on committees, they may develop a curriculum 
around the special needs o~ the community which it is to serve. 
The curriculum must be evaluated to learn how it is meeting 
the ne~ds o~ the.community. About six months ~ter members 
o~ a graduating class have been employed, a ~ollow-up study 
1 Ibid., pp. 220-221. 
2 Eyster, Elvin s., ''The Need ~or Economic Education, " T.he 
American Business Education Yearbook, Vol. 15, 1958, p. 14.---
9 
should be made; and deficiencies which are found in many of 
the graduates should be remedied in the curriculum as soon as 
they are discovered. 1 
While discussing the establishment of curriculums for 
higher education in business, Glos 2 observes: 
Whatever the outcome of drastic changes, as 
well as year-by~year developments in the business 
world, curriculum builders will always need to 
remember that students should be trained for life 
as well as for making a living, and that a broad 
and integrated knowledge of business is to be 
preferred over a highly specialized course of 
study. If these fundamentals are kept constantly 
in mind, the establishment of curriculums for 
higher education for business will always be 
sound regardless of their number of areas of 
specialization. 
In all of the follow-up studies reviewed, two of the 
common purposes were! (1) to determine how well the 
graduates had been prepared ·for and were able to adjust to 
their chosen occupations, and (2) to provide a basis for 
curriculum revision. 
In her follow-up study and job-activity analysis of the · 
graduates of Vermont Junior College, Aulisi finds that 96 per 
cent of the graduates felt that the preparation they had 
received was adequate for success on the. job and that they 
were able to adjust to their jobs without difficulty. A small 
1Benson, Harold M., "Responsibility of the Businessman,tt 
The American Business Education Yearbook, Vol. 4, 1947, 
PP• 119-122. 
2 Glos, R. E., ttThe Establishment of Curriculums in Higher 
Education for Business,u Tb.e American Business Education 
Yearbook, Vol. 14, 1957, p:-163. 
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number, only 4 per cent, were not satisfied with their jobs. 1 
2 Hemmerly ascertains that adjustment from college to 
business was not a major problem since 46 per cent of the 
Associate degree graduates of Boston University College of 
Practical Arts and Letters were still working for their 
original employer. Most of the graduates expressed 
satisfaction with their positions. Low salary or lack of 
responsibility were the reasons given by those who were 
dissatisfied with their work. 
The findings reported by MaeDuffie3 in a study of the 
graduates of Skidmore College reveal that the majority of the 
graduates entered the fields of occupation for which they 
prepared. The study indicated that they were apparently well 
trained. 
Radzukinas' study of the 1946-1950 four-year secretarial 
major graduates of Boston University College of Practical Arts 
and Letters shows that 94 per cent of the respondents expressed 
satisfaction with their present positions. Fifty-two per cent 
lAulisi, Rose E., A Job-Activity Analysis and Follow-~ 
Studi of ~-1949 Business Department Graduates of Vermont 
Junior College, Montpelier, Vermont, Master's Thesis, Boston 
University, 1950, p. 36. 
2Hemmerly, Elizabeth S., A Follow-QE Study and Job-Activiti 
Analysis of the 1948-1952 Associates in Commerciar-Science 
Degree Holders of Boston Universiti College of Practical Arts 
and Letters, Master's Thesis, Boston University, 1953, p. 32. 
3MacDuffie, H. Jean, A Follow-QE Studi of the 1940-~ 
Business Department Graduates of Skidmore College, Saratoga 
Springs, New York, Master's Thesis, Boston University, 19 6, 
P• 36. 
ll 
of those employed in offices were with their original 
employer, 35 per cent had had only one other employer, 10 per 
cent were with their third employer, and 3 per cent had a 
fourth employer. The reasons given for changing positions 
were: (1) higher salaries, and (2) more interesting work with 
greater responsibilities. The indications were that the 
graduates were able to adjust to the business world without 
any great difficulty. 1 
In a follow-up study of the 1947-1949 graduates of the 
business department of Gardner High School, Thatcher 2 finds 
that over three-fourths of those doing office work were with 
their original employer. 
Sister M. Ellenice3 reports in the findings of the study 
of the 1948-1949 graduates of Regis College: 
Practically all entered the branch of occu-
pation for which they were trained, and, at the 
time of the survey, 80 per cent were in their 
initial positions. The fact that all in this 
group were willing to recommend their employers 
to a 1951 graduate is, without doubt, indicative 
of their satisfaction and good adjustment in , 
business. 
lRadzukinas, Anna, A Follow-QE 4tudy and a Job-Activity 
Analysis of the 1946, l9g7, 1211§0, 19 9, and 19'50 Four-Year 
Secretarial Major Graduates ~Boston University College of 
Practical Arts and Letters, Master•s Thesis, Boston University, 
1951, pp. ~2~and 27. 
2 Thatcher, Carolyn A., A Job-Activity Analysis and Follow-
]£ Study of the 1947, 1948, and ~Graduates of the Business 
Department of Gardner High School, Gardner, Massachusetts, 
Master's Thesis, Boston University, 1950, pp. 64-65. 
3nonovan, M. Ellenice, Sister, A Follow-~ Study of the 
1943-1950 Business Graduates of Regis College, Weston,-----
Massachusetts, Master's Thesis, Boston University, 1951, p. 47· 
12 
1 Cobb compares terminal students with trans~er students 
in determining the e~~ectiveness o~ the business education 
program o~ the Nor~olk Division o~ Virginia State College. 
Some students in each graduating class o~ trans~er students 
listed courses which they ~elt inadequately prepared them. 
This was not true o~ the terminal students. Indications were 
that the terminal students adjusted to vocational li~e better 
than the trans~er students adjusted to li~e in another college. 
The means by which graduates have ~ound employment is 
one o~ the subordinate problems in the surveys studied. The 
importance o~ a placement service in the student personnel 
program is included in the nine principles set up by a com-
mittee o~ the National Business Teachers Association as quoted 
by Collins~ 2 
Any adequate personnel program includes an 
active and competent placement service, the 
functions o~ which are to assist the student in 
~inding satis~actory employment upon the attain-
ment o~ occupational standards and to help him 
make necessary occupational adjustments and · 
readjustments. 
The methods by which graduates have ~ound employment, as 
revealed by the studies, are varied. Aulisi ~inds that 44 per 
cent o~ the graduates obtained positions by personal applica-
tion direct to employers, 18 per cent through ~riends and 
lcobb, Florence J., A Study to Determine the E~~ectiveness 
o~ the Business Education Curriculum o~ the Nor~olk Division o~ 
VIrginia State College ~or the Years 1945 Through 1953, Masterts 
Thesis, Boston University, 1954, p. 37· 
2collins, Marian Josephine, ttHandbook ~or O~~ice Practice 
Teachers," Monsffraph 91, South-Western Publishing Company, 
Cincinnati, 19 , p. 57 
13 
relatives, 16 per cent through private agencies, 9 per cent 
through school re~erral, 8 per cent by answering advertise-
ments, 2 per cent through government agencies, 2 per cent 
through parents, and 1 per cent through other sources. 
Findings indicate that Vermont Junior College should establish 
a placement service ~or graduates. 1 
T.he means o~ securing ~irst positions are given by Oobb2 
in the ~ollowing order: by personal contact, through teachers, 
and through ~riends. Personal contact also ranked first as 
the means of obtaining second positions. 
Sister M. Ellenice3 finds that 25 per cent o~ Regis gradu-
ates surveyed obtained first positions through personal contact. 
Over 23 per cent obtained jobs through a friend or relative, 
and 19 per cent made use of the college placement service or 
private employment agencies. The graduates recommended that 
more help be given to students in making job applications and 
contacts. 
In order of ~requency, Hemmerly4 finds that positions were 
secured through the Boston University Placement Bureau, by 
personal contacts, from commercial agencies, through friends, 
and by advertising. Only 2 per cent obtained jobs through 
relatives. 
1Aulisi, ~· cit., PP• 24-25. 
2
oobb, ~· cit., PP• 97-98. 
3
nonovan, M. Ellenice Sister, ~· cit., pp. 31 and 48. 
4aemmerly, EE• cit., P• 34· 
MacDui'i'ie 1 lists the means by which i'irst positions.were 
obtained in the i'ollowing order of' i'requency: personal appli-
cation, Skidmore Vocational Bureau, relatives and i'riends, 
employment agencies, present or i'ormer employers, and adver-
tisements. 
Thatcherts2 i'indings indicate that graduates obtained 
their i'irst positions through school authorities, personal 
application, and relative or i'riend, in that order. The 
respondents almost unanimously indicated that the school 
should maintain a placement service to assist graduates to 
obtain employment beyond the initial job. 
Radzukinas3 reports that only thirty-six of' the respond-
ents who were i'ull-time employees secured their i'irst positions 
through the University placement oi'i'ice. 
That a need exists i'or job experience training in the 
business curriculum is evidenced by the suggestions given by 
respondents to the various questionnaires. Aulisi4 recommends 
that, tt"The College should consider the i'easibili ty of' corre-
lating school work with actual job experience under school 
supervision.tt 
1MacDui'i'ie ,t 2E·- cit., P• 37 • 
2 Thatcher, ~· cit., PP• 64-64. 
3Radzukinas, 
4A 1· . u ~s~, .£12.• 
~· cit., p. 29. 
cit., p. 101. 
·:· 
15 
Included in her recommendations, Cobb1 suggests that on-the-
job or in-service training should receive consideration. 
2 MacDuf~ie, too, ~eels that there is need ~or correlation 
between classroom work and supervised work experience. 
Hemmerly3 recommends a de~inite training period~ 
1. Require o~~ice employment in line with 
special college training o~ at least 
eight weeks during summer between ~irst 
and second years. 
2. To make training more practical, use 
University routine o~~ice work whenever 
~easible for classroom materials and 
assignments. 
Business educators realize the need ~or work experience 
training ~or the undergraduate. In the ~inal paragraph o~ her 
presentation of the educational values o~ a cooperative work 
experience program, Waterman4 co~cludes~ 
In school we spend a great deal o~ time 
preparing the college preparatory students ~or 
their work at college, so why shouldn't we spend 
time with the noncollege people and get them 
prepared to take their places in the work-a-day-
world. At its best the classroom is ~ar ~rom the 
real o~~ice situation. 
Benninger brings to our attention the increased develop-
ment o~ cooperative training~ 
r 
Increased co-operation with business in a 
variety o~ programs is another distinct trend 
in the development or higher education for 
1 Cobb, ~· cit., p. 101. 
2MacDuffie, ~· cit., P• 40. 
3Hemmerly, ~· cit., p. 91. 4 . 
Waterman, Evelyn G., "Educational Values of Cooperative 
Work Experience Programs,u American Business Education, Vol. 15, 
December, 1958, P• 95. 
business. Higher education for business has long 
been associated with business organizations in 
the development of co-operative training programs 
involving the student during each school week on 
a part-time basis or during alternate semesters. 
This type ~f co-operation has continued and is 
expanding. 
Muse expresses his ideas regarding a work experience 
program when he says: 
Work experience, when it is properly co-
ordinated, seems to offer excellent opportunities 
to give meaning and perspective to education. In 
the field of vocational education w~rk experience 
is essential to a complete program. 
16 
It is interesting to compare the job activities and their 
frequency in the surveys considered in this study. According 
to Aulisi3 the three job activities which rank highest are: 
answering the telephone, addresssing envelopes, and filing 
alphabetically. Hemmerly4 finds that taking dictation i.n 
shorthand and transcribing, answering the telephone, and com-
posing letters at the typewriter are the job activities with 
the highest time frequency. MacDuffie reports that bookkeeping, 
typing correspondence, dictation, all routine, and telephoning 
1Benninger, Lawrence J"., nTrends in the Development o:f 
Higher Education for Business,tt The American Business Education 
Yearbook, Vol. 14, 1957, P• 51. ---
2 
Muse, Paul F., ttopportunities :for Growth in Business 
Education,n American Business Education, Vol. 15, December, 1958, 
P• 82. 
3Aulisi, ~· cit., p. 66. 
4Hemmerly, 2£• cit., p. 48. 
• 
17 
are the most time-consuming activities or the graduates or 
l Skidmore College. Answering the telephone, taking dictation 
in shorthand and transcribing, and composing letters at the 
typewriter are round by Radzukinas2 to be the three highest 
ranking activities or the rour-year graduates or Boston 
University College or Practical Arts and Letters. 
Sister M. Ellenice3 rinds that transcription, receiving 
callers, and indexing and riling were commonly done by all 
respondents. Thatcher4 states that the ten highest in total 
rrequency or job activities are alphabetic riling, addressing 
envelopes, placing telephone calls, copying rrom handwriting, 
using the Burroughs adding machine, rolding and inserting 
letters, looking up correspondence, and doing tabulating and 
statistical work. 
These studies showed that telephoning, riling, and taking 
shorthand and transcribing had the highest rrequency or 
perrormance. 
T.he rollowing chapter will explain the methods and pro-
cedures used in this study. 
1MacDurrie, ~· cit., p. 39. 
2 . Radzuklnas, ~· cit., p. 69. 
3nonovan, M. Ellenioe Sister, ££· cit., p. 45. 
4Thatcher, .2.£· cit., p. 68 • 
CHAPTER III 
METHOD OF PROCEDURE 
The following steps were taken to develop the problem 
set forth in Chapter I: 
1. Permission to make a survey of the secretarial 
graduates was obtained from the President or 
Merrimack College. 
2. Related literature was read and analyzed to 
prepare a background for this study. 
3. A survey data sheet and check list were made 
up for use in conducting the survey. The 
forms or these research instruments were 
based fundamentally on those of Cobb and 
Hemmerly with some changes being made in 
the headings or the check list. 
4· A letter of transmittal was prepared to 
accompany the survey data sheet and check 
list. 
5. The check list and survey data sheet were 
sent to ten secretaries as a trial. From 
the replies received, revisions in the 
wording of some or the questions on the data 
sheet were made. 
6. A list of the secretarial graduates for 1953-
1958 was prepared. 
7• The survey data sheet, check list, and letter 
or transmittal were sent to 104 graduates, 
the total number or graduates from the program. 
8. Three weeks after the research instruments 
were mailed, postal cards were sent to about 
half of the graduates who had not replied. 
9. The data received were tabulated and analyzed. 
10. Conclusions and recommendations were made on 
the basis or the findings. 
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The survey data sheet was prepared to secure in~ormation 
regarding the experiences o~ the graduates on the job. 
The check list was prepared to learn what speci~ic 
activities were per~ormed on the secretarial job. The activi-
ties included on the check list were based on the ~ollowing 
sources: 
1. Suggestions ~rom the members o~ the class in the 
Seminar in Business Education. 
2. Check lists used in the studies made by Aulisi, 
Hemmerly, and Radzukinas. 
3. The writer's experience in o~~ice work. 
The job activities on the cheek list were divided into 
six major classi~ications: stenographic and secretarial, 
typing, ~iling, bookkeeping and accounting, general o~~ice 
activities, and o~~iee machines. A seventh elassi~ication 
was provided ~or recording a major activity which required 
~our or more hours o~ the graduates• ttme daily. 
In order to obtain the approximate rrequency o~ perrorm-
ance, provision was made on the check list ~or checking each 
activity per~ormed under one o~ the ~ollowing headings: 
(A) more than 2 hours daily, (B) ~rom 1 to 2 hours daily, 
(0) ~rom 1/2 to 1 hour daily, (D) less than 1/2 hour daily, 
(E) once or twice weekly, (F) monthly or less ~requently. 
This distribution o~ the time given to each activity revealed 
the rrequently perrormed duties as well as those i~requently 
perrormed. 
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The respondents were requested to give the activities 
which required four or more hours or time daily. This infor-
mation is valuable in determining the need for more stress in 
certain areas of the curriculum. 
In order to learn whether or not these various activities 
were receiving enough instruction in school, the graduates 
were asked to check the activities which they felt needed more 
instruction in school. This information is or value in 
planning course content for future secretarial students. 
CHAPTER IV 
ANALYSIS AND INTERPRETATION OF DATA 
The response to the questionnaires and check lists was 
very gratifying. As shown in Table I, the graduates of l958 
returned the greatest number or questionnaires. There were 
l04 secretarial graduates to whom questionnaires and check 
lists were sent, and 74, or 7l per cent, responded. 
TABLE I 
TEE RETURNS FROM Q.UESTIONNAIRES BY CLASSES 
Class Number Sent out Number Received Per Cent of Returns 
l9.53 4 3 7,5.0 
l954 l3 9 69.2 
l955 l9 l4 73.6 
l956 20 9 45-0 
l957 2l l7 80.9 
l958 27 22 8l.4 
TOTALS l04 74 7l.O 
Glass 
1953 
1954 
1955 
1956 
1957 
1958 
TOTALS 
TABLE II 
THE NUMBER OF EACH CLASS DOING STillNOGRAPHIC 
OR SECRETARIAL WORK AT THE TIME OF THE STUDY 
Respondents 
3 
9 
14 
9 
17 
22 
74 
Number doing 
Stenographic 
or Secretarial 
Work 
2 
6 
10 
8 
16 
18 
60 
Of the 74 respondents, 60 were doing stenographic or 
secretarial work at the time of the study. 
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Per 
Gent 
67 
67 
71 
89 
94 
82 
81 
The class of 1957 had the highest percentage doing steno-
graphic or secretarial work. The class of 1959 had the second 
highest percentage, and the class of 1958 had the third highest 
percentage. 
Class 
1953 
1954 
1955 
1956 
1957 
1958 
TOTALS 
TABLE III 
THE NUMBER OF RESPONDENTS WHO HAD OBTAINED 
ADDITIONAL SCHOOLING SINCE GRADUATING FROM 
:MERRIMACK 0 OLLEGE 
Additional 
Respondents Schooling 
3 2 
9 2 
l4 6 
9 2 
17 l 
22 l 
74 14 
23 
Per 
Cent 
67.0 
22.0 
42.8 
22.0 
5.8 
4-5 
18.9 
The graduates were asked to list educational work which 
they had completed since graduation ~rom Merrimack College. 
Fourteen o~ the 74 respondents had obtained additional training. 
This training was secured ~or advancement in their jobs, 
master's degree, or £or personal use. Courses such as adver-
tising, ethics, electrical engineering, IBM key-punch operation, 
nomenclature £or record librarian, philosophy, psychology, 
Spanish, and shorthand speed building were listed. 
TABLE IV 
THE NUMBER OF RESPONDENTS WHO HAD HELD 
FULL-TIME OFFICE JOBS SINCE GRADUATION, BUT WHO WERE 
UNEMPLOYED, STUDENTS, OR TEACHERS AT THE TIME OF THE STUDY 
Class Number 
1953 1 
1954 3 
1955 4 
1956 1 
1957 0 
1958 2 
TOTAL 11 
Eleven or the 74 respondents had held rull-time orriae 
jobs, but were rull-time students, teachers, or married and at 
home at the time or the survey. 
TABLE V 
TEE NUMBER OF DIFFERENT JOBS WHICH HAD BEEN HELD 
BY THE 60 DOING OFFICE WORK AT THE TIME OF TEE STUDY 
Number of' Jobs Number of' Respondents Per Cent 
on original job 27 45 
On second job 19 32 
On third job 6 10 
On f' our th job 3 5 
On f'if'th job 4 7 
on sixth job 0 0 
On seventh job 1 1 
TOTALS 60 100 
For the purpose of' determining the adaptability of' the 
graduates to the business world, they were asked to indicate 
how many dif'f'erent of'f'ice positions they had held. Table V 
shows that 45 per cent were still on the original job, 32 per 
cent were working on a second job although f'our of' the respond-
ents were still with the original employer, indicating that 
they had received promotions. Ten per cent were employed on a 
third job, two of' whom were with the original employer and had 
received promotions. Five per cent were working on a f'ourth 
job, and 7 per cent were on a f'if'th job. One respondent 
indicated employment on a seventh job although all jobs were 
with the original employer. 
26 
Forty-seven or the 60 respondents employed in orrice 
positions at the time or the study expressed satisraction with 
their jobs. The reasons given by l3 or the 60 respondents ror 
dissatisraction with their jobs were~ (l) interested in work-
ing ror a small company instead or ror a large corporation, 
(2) wish to have a position requiring greater use or shorthand 
skill, (3) prerer more interesting work with greater responsi-
bility and opportunity ror advancement, and (4) desire ror a 
higher salary. 
TABLE VI 
TIME OF EMPLOYMENT IN RELATION TO GRADUATION 
When Employment Was Obtained Number Per Cent 
Before gJ?aduation 7 ll.7 
Within one month after graduation 36 60.0 
Within three months arter graduation 8 13.3 
Within rive months after grad~ation 9 1_5.0 
TOTALS 60 lOO.O 
Table VI indicates that 11.7 per cent or the 60 graduates 
employed in orrice work at the time or the study secured their 
rirst of'rice jobs berore graduation, 60 per cent secured their 
rirst jobs within one month arter graduation, 13.3 per cent 
accepted jobs within three months after graduation, and l_5 per 
cent were working within five months arter graduation. This 
table shows that all or the 60 respondents had obtained their 
rirst orrice jobs within five months after graduation. 
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TABLE VII 
METHODS USED BY GRADUATES TO OBTAIN FIRST OFFICE JOBS 
Obtained Through Number Per Cent 
Merrimack College Placement Orfice 
Personal contact 
Friends 
Commercial employment agencies 
State employment agency 
Instructor at College 
Advertisement 
Relatives 
Method not indicated 
TOTALS 
17 
34 
8 
4 
3 
2 
1 
1 
1 
71 
23-94 
47.89 
11.27 
_5.63 
4-22 
2.82 
1.41 
1.41 
1.41 
1oo;oo 
In order to determine the effectiveness of the College 
Placement Ofrice, the graduates were asked to indicate how 
their first ofrice jobs were obtained. T.he answers given 
revealed that 17, or 23.94 per cent, of the 71 graduates who 
had held rull-time ofrice jobs since graduation obtained them 
through the Merrimack College Placement Orfice. Thirty-four, 
or 47.89 per cent, or those who had been employed in orfice 
work obtained the first job by personal contact. 
Some or the gradua.tes felt that the College Placement 
orfice should provide more inrormation regarding job oppor-
tunities. 
The respondents were asked to state their beginning 
salary ~or positions held and also the ending salary. The 
answers were tabulated according to classes, starting with 
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the lowest beginning salary. By comparing present salary with 
beginning salary, Table VIII gives some indication o~ the suc-
cess o~ the individual. 
TABLE VIII 
SALARIES RECEIVED BY 1953 GRADUATES 
Beginning Present Total Increase 
Class Weekly Wage Weekly Wage Per Week 
1953 $32.50 $68.40 $35-90 
40.00 63.00 23.00 
Average $36.25 $65.70 $29.45 
One respondent o~ the class o~ 1953 was not employed at 
the time o~ the study and gave only a beginning weekly salary. 
The lowest weekly starting salary was $32.50, and the highest 
was $40.00. The average weekly starting salary was $36.25. 
The lowest present weekly salary is $63.00, and the highest 
is $68.40. The average present weekly salary is $65.70. The 
smallest weekly increase was $23.00, and the largest $35-90. 
The average weekly increase was $29.45· 
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·TABLE IX 
SALARIES RECEIVED BY 1954 GRADUATES 
Beginning Present Total Increase 
Class Weekly Wage Weekly Wage Per Week 
1954 $34.00 $55.00 $21.00 
45-00 68.00 23.00 
45.50 75.00 29.50 
52.90 77-87 24·97 
55.00 68.00 13.00 
Average $46.48 $68.77 $22.29 
Two respondents o~ the class o~ 1954 were no longer 
employed and gave only their beginning salaries. A third 
respondent, no longer employed, gave the beginning and ending 
salaries; and a ~ourth respondent is employed part time. 
These ~our respondents were not included in Table IX. The 
lowest weekly salary began at $34.00, and the highest was 
$55.00. The average weekly starting salary was $46.48. The 
lowest present salary is $55.00, and the highest is $77.87. 
The average present salary is $68.77. The lowest weekly 
increase was $13.00, and the highest was $29.50. The average 
weekly increase was $22.29. 
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TABLE X 
SALARIES RECEIVED BY 1955 GRADUATES 
Beginning Present Total Increase 
Class Weekly Wage Weekly Wage Per Week 
1955 $40.00 $66.00 $26.00 
40.00 67.50 27-50 
45-00 65.00 20.00 
45.00 75-92 30.92 
46.00 72.00 26.00 
49.00 70.00 21 .. 00 
49.00 73.00 24.00 
49.00 77.00 28.00 
50.00 70.00 20.00 
50.90 72.80 21.90 
Average $46.39 $70.92 $24.53 
Four respondents or the class or 1955 were no longer 
employed. Two o~ the ~our gave only their beginning salaries; 
the other two gave beginning and ending salaries. These ~our 
respondents were not included in Table X. The lowest begin-
ning weekly salary o~ the graduates of 1955 was $40.00, and 
the highest was $50.90. The average weekly starting wage was 
$46.39· The lowest present weekly salary is $65.00, and the 
highest is $77.00. The average present weekly salary is 
$70.92. The lowest weekly increase was $20.00, and the 
highest was $30.92. The average weekly increase was $24.53. 
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TABLE XI 
SALARIES RECEIVED BY 1956 GRADUATES 
Beginning Present Total Increase 
Class Weekly Wage Weekly Wage Per Week 
1956 $35.00 $55.00 $20.00 
40.00 60.00 20.00 
45.00 53.60 8.60 
47-50 71.00 23.50 
50.00 63.00 13.00 
50.00 70.00 20.00 
50.00 73.00 23.00 
Average $45·36 $63.66 $18.30 
One or the respondents was not employed but gave begin-
ning and ending salaries and was not included in Table XI. 
One or the respondents received meals as part or her 
salary and was not included in the above table. 
The lowest weekly starting salary ror the class or 1956 
was $35.00, and the highest was $50.00. The average weekly 
beginning salary was $45.36. The lowest present weekly 
salary is $55.00, and the highest is $73.00. The average 
present weekly salary is $63.66. The smallest weekly increase 
was $8.60, and the largest was $23.50. The average weekly 
increase was $18.30. 
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TABLE XII 
SALARIES RECEIVED BY 1957 GRADUATES 
Beginning Present Total Increase 
Glass Weekly Wage Weekly Wage Per Week 
1957 $50.00 $62.30 $12.30 
50.00 6o.oo 10.00 
51.75 61.00 9.25 
52.00 60.00 8.00 
52-75 61.00 8.25 
52• 75 65.00 12.25 . 
52.?5 65.75 13.00 
53.78 65.91 12.13 
54.00 76.40 22.40 
57-50 68.00 10.50 
57.92 70.38 12.46 
60.00 68.00 8.00 
60.00 72.00 12.00 
65.00 71.00 6.00 
69.00 81.00 12.00 
70.00 80.00 10.00 
Average $56.82 $67.98 $11.16 
One of the respondents of the class of 1957 was teaching 
at the time or the study and gave her beginning and present 
salaries. Her salaries were n0t included in the salary study 
or those doing orfice work. The lowest beginning weekly 
J2a 
salary for the class of 1957 was $50.00, and the highest was 
$70.00. The average weekly starting salary was $56.82. The 
lowest current weekly salary is $60.00, and the highest is 
$81.00. The average current weekly salary is $67.98. The 
lowest increase per week was $6.00, and the highest was 
$22.40. The average weekly increase was $11.16. 
As shown in Table XIII, the lowest weekly starting salary 
of the class of 1958 was $40.00, and the highest was $78.00. 
The average weekly starting salary was $58.67. The lowest 
current weekly salary at the time or the study was $52.00, 
and the highest was $78.00. The average currect weekly wage 
at the time of the study was $62.03. T.he smallest increase 
was $2.00, and the largest was $12.00. The average weekly 
increase was $3.36. Four respondents of the class of 1958 
were employed in work other than office work, and their 
salaries were not considered with those of the office workers. 
In comparing the six classes, the tables show that the 
lowest starting salary, $32.50, was received by the graduate 
of 1953; and the highest starting salary, $78.00, was received 
by the graduate of 1958. The smallest increase, $2.00, was 
received by the graduate of 1958; and the largest increase, 
$35.90, was received by .the graduate of 1953. 
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TABLE XIII 
SALARIES RECEIVED BY l958 GRADUATES 
Beginning Present Total Increase 
Class Weekly Wage Weekly Wage Per Cent 
l958 $40.00 $52.00 $l2.00 
50.00 ,52.00 2.00 
,50.00 54.80 4-80 
52.00 ,56.20 4-20 
53.00 53.00 none 
55.00 60.76 5·76 
60.00 60.60 none 
60.00 - 60.00 none 
60.00 60.00 none 
60.00 60.00 none 
60.00 63.50 3.50 
60.00 64.62 4-62 
60.00 65.80 5.80 
62.00 68.00 6.00 
62.88 62.88 none 
65 .. 20 69.20 4-00 
68.02 7.5.83 7.8l 
78.00 78.00 none 
Average $58.67 $62.03 $ 3.36 
:e 
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The average current weekly salary ror the class or 1955 
was the highest o:f the six classes as shown below. 
Class Present Average 
1953 $65.70 
1954 61.27 
1955 70.66 
1956 64.40 
1957 67.98 
1958 62.03 
The graduates o:f 1955 received the highest average weekly 
salary, $70.66, and the lowest, $62.03 was received by the 
class o:f 1958. The graduates o:f 1958 had been employed less 
than a year at the time o:f the study and had not received as 
many increases as those who had been working since 1953. 
The average beginning weekly salaries :for the six classes 
were:: 
1953 $36.25 
19.54 43.91 
19.5.5 46.74 
1956 45-47 
19.57 56.82 
1958 58.67 
The average beginning wage :for the class o:f 1958 was 
,$22.42 higher than the average beginning wage o:f the class 
o:f 1953. The two highest average beginning salaries were 
:for the classes o:f 1957 and 1958. 
e The average weekly wage increases over starting wages 
f'or the six classes were:: 
1953 $29.45 
1954 22.29 
1955 24.53 
1956 18.JO 
1957 11.16 
1958 3.36 
The average weekly increase was highest f' or the class 
1953 and lowest f'or the class of':l958. As indicated, the 
graduates wLth the longest service obtained the highest 
increases. 
Forty-eight of' the 74 respondents answered in the 
af'f'irmative to the question, llHave you, at any time, set up 
a new f'iling system?tt None, however, stated that they had 
had any dif'f'iculty with this assignment. 
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of' 
All but the two respondents who were not doing secretarial 
work indicated that one or more of' the business subjects 
studied at Merrimack College were most helpf'.ul in their f'irst 
positions. Other courses also named by f'rom one to thirty-six 
of' the respondents as being helpf'ul were business psychology, 
mathematics, public speaking, all English courses, sociology, 
economics, religion, philosophy, journalism, general ethics, 
and ~business law. 
In answer to the question as to what subjects studied at 
Merrimack College helped least in the respondent•s f'irst 
position, the f'ollowing courses were named by f'rom one to 
twenty-seven respondents: accounting, business mathematics, 
economics, marketing, administrative organization, business 
law, office practice, government, business English, shorthand, 
general psychology, filing, and business psychology. 
Among the subjects not studied at Merrimack College which 
from one to twenty-one of the respondents felt would have been 
helpful were psychology, comprehensive reading, current events, 
statistics, finance, algebra, mathematics, business psychology, 
personnel relations, vocabulary for engineering, legal, and 
medical secretaries, methods of teaching business subjects, 
general law, public speaking, operation of PBX board, cost 
accounting, advertising, business management, biology, child 
psychology, and economics. 
Several helpful suggestions were given in answer to the 
question, nrn what ways could the college have helped you 
more?tt These are typical suggestions:: 
A business personality development course 
would have been helpful. 
on~the-job training is needed. 
More emphasis should be placed on working 
for electronics firms. The school should 
provide practice with engineering terms 
and vocabulary. 
The College Placement Office should provide 
more information in the area of business 
opportunities in the surrounding communities. 
A definite business teaching program, includ-
ing methods courses and practice teaching, 
should be offered. 
More emphasis should be placed on how to meet 
callers, how to answer telephone calls, and 
how to dress in the office. 
A course in ethics ~or business students 
would help in meeting the public. 
A medical secretarial course would have 
been help~Ule 
Visits to major industrial plants should 
be conducted. 
There should be more concentration on 
the operation o~ adding and calculating 
machines. 
More practice is needed on the Dictaphone. 
First year typing should be ~or beginners 
only. 
Practice in taking dictation over the 
telephone is needed. 
The school should provide particular 
vocabulary ~or legal secretaries. 
Information Obtained From Job-Activity Data 
The graduates were requested to check a list o~ 76 job 
activities to reveal which o~ these activities were most 
~requently per~ormed. 
Eleven o~ the 74 respondents had held ~ull-time or~ice 
jobs but were either married and not employed or were ~ull-
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time students or teachers at the time o~ the study. Five or 
the eleven respondents did not rill out the check list, and 
the other six respondents ~illed out the check list according 
to the activities they were perrorming on the last job which 
they had held. Sixty-nine check lists were ~illed out. 
Table XIV shows the total rrequencies o~ the 76 job 
activities, which are arranged ~rom the highest to the lowest 
rrequency o~ per~ormance. The activities which were the most 
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frequently performed, each with a total of 63 replies, were 
handling incoming and outgoing maii and addressing envelopes. 
The activities which had the lowest frequency of performance, 
each with a frequency of seven, were operating billing machine 
and operating IBM key-punch. 
The eight most frequently performed activities were handling 
incoming and outgoing mail, addressing envelopes, handling 
incoming and outgoing telephone calls, typing letters and 
reports from longhand, filing, receiving callers, securing and 
compiling information for reports, and doing office housekeeping. 
The next nine most frequently performed activities were 
typing multiple carbons, ty.ping interoffice communications, 
taking routine dictation in shorthand and transcribing, compos-
ing letters at the typewriter, typing cards and filling in 
forms, labeling new folders, typing reports, articles, and 
manuscripts from rough drafts, finding materials, and order-
ing supplies and reporting on repairs. Four of this group are 
from typing activities, three are from stenographic and secre-
tarial activities, and two are from filing activities. Most 
or these activities would be considered part or a stenographer's 
or secretary's duties. 
The ten activities most infrequently performed were making 
entries in sales journal, operating checkwriter, preparing 
trial balance, operating bookkeeping machine, operating mimeo-
scope, making entries in purchases journal, operating teletype, 
operating addressograph, operating billing machine, and 
4IJ· operating IBM key-punch. Most of the activities in this group 
are performed by bookkeepers or general office employees. 
Rank 
1.5 
1.5 
3·5 
3·5 
5.0 
7·0 
7.0 
7.0 
11.5 
11.5 
11.5 
11.5 
11.5 
e 11.5 
TABLE XIV 
THE TOTAL FREQUENCY OF THE 76 OFFICE ACTIVITIES PERFORMED 
BY THE 69 RESPONDENTS, ARRANGED IN ORDER OF FREQUENCY 
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Approximate Frequency 
of' Performance 
. • 
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Handling incoming and outgoing mail 63 12 9 21 13 5 3 
Addressing envelopes 63 5 5 5 20 13 15 
Handling incoming and outgoing 
telephone ealls 62 37 10 6 6 3 0 
Typing letters and reports f'rom 
longhand 62 19 6 7 6 18 6 
Filing material 61 5 5 22 15 11 3 
Receiving callers 60 23 5 12 5 10 5 
Securing and compiling information 
f'or reports 60 7 6 9 4 15 19 
Doing of'f'ice housekeeping 60 0 3 12 ;39 8 8 
Typing multiple carbons 59 22 15 4 4 9 5 
Typing interof'f'ice communications 59 18 8 11 3 8 11 
Taking routine dictation in shorthand 
and transcribing 59 8 10 12 6 14 9 
Composing letters at the typewriter 59 4 2 8 10 12 23 
Typing cards and f'illing in f'orms 59 5 6 8 7 13 20 
Labeling new f'olders 59 2 4 4 9 19 21 
w Approximate Frequency o:f Per:formance 
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16.0 T,rping reports, articles, and manu-
scripts :from roug~ dra:fts 58 13 12 5 2 13 13 
16.0 Finding material 58 7 8 10 21 11 1 
16.0 Ordering supplies and reporting on 
repairs 58 2 4 3 6 24 19 
18.5 Securing in:formation needed :for 
correspondence 56 7 6 10 12 18 3 
18.5 Typing tabulations and statistical 
worj:r 56 6 3 10 4 16 17 ( 
21.0 Preparing masters :for liquid 
duplicators 51 10 4 7 2 13 15 
21.0 Distributing intero:f:fice communi-
cations 51 4 6 9 12 11 9 
21.0 Making appointments and reservations 5l 4 5 7 6 16 13 
24·0 TYping mailing and other lists 47 1 1 4 4 11 26 
24-0 Preparing packages :for mai~ing 47 1 2 8 4 10 22 
24.0 Assisting in plans :for social 
:functions 47 0 3 1 2 6 35 
26.0 Keeping a :follow-up :file 46 1 5 9 15 7 9 
27.5 Typing :form letters 45 1 3 5 6 6 24 
-
\ 
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27.5 Taking dictation over the telephone 45 0 1 1 5 10 28 
29.0 Sorting and coding material 44 4 8 10 4 8 10 
30.0 Trans:ferring :files 43 0 3 1 2 8 29 
32.0 TYping statements, bills, and 
invoices 40 3 2 2 2 7 24 
32.0 Preparing stencils 40 3 1 2 0 7 27 
32.0 Taking dictation at the typewriter 40 0 0 1 1 12 26 
34.0 Receiving and sending telegrams by 
telephone 39 0 0 4 3 8 24 
35·5 Cross re:ferencing 37 2 2 3 4 5 21 
35-5 Transcribing :from recording machines 37 2 2 3 1 2 27 
37-0 Collating material 36 1 6 2 4 11 12 
38.0 Supervising and planning work :for 
0thers 35 3 1 3 3 4 21 
39.0 Taking dictation o:f minutes and 
transcribing 34 0 1 2 1 6 24 
40.0 Operating ten-key adding machine 31 0 1 3 4 8 15 
41.5 Operat<ing liquid duplicator 25 0 3 2 3 8 9 
41-5 Taking inventory 25 0 0 0 1 5 19 
·e 43-0 Keeping payroll records 19 0 1 3 0 7 8 
44·5 Preparing government reports 18 1 0 1 1 4 11 
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44·5 Figuring and checking invoices and 
statements 18 0 2 1 2 3 10 
47·0 Doing cashier work 17 2 1 0 1 2 11 
47·0 Computing interest and discount 17 0 0 1 3 3 10 
47·0 Operating mimeograph 17 0 0 2 0 6 9 
49.0 Operating petty cash f'und 16 0 0 1 2 6 7 
50.5 Operating f'ull-keyboard adding 
listing machine 15 3 0 1 2 1 8 
50-5 Operating a checking account 15 0 0 1 3 4 7 
52.5 Keeping inventory records 14 0 0 1 1 3 9 
52.5 Preparing f'inancial statements 14 0 0 1 0 1 12 
55.0 Operating rotary calculator 13 0 0 4 0 1 8 
55.0 Operating multilith 13 0 0 0 0 2 11 
55.0 Posting entries 13 1 0 1 2 1 8 
58.5 Operating telephone switchboard 12 1 2 1 0 1 7 
58-5 Operating key-driven calculator 12 1 0 0 1 4 6 
58.5 Making entries in general journal 12 0 0 0 2 1 9 
58.5 Making entries in cash journal 12 0 0 1 0 0 11 
e 61.0 Making entries in sales journal 11 0 1 0 0 0 10 
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62.5 Operating checkwriter 10 1 0 0 0 2 7 
62.5 Preparing a trial balance 10 0 0 0 0 0 10 
65.0 Operating a bookkeeping machine 9 2 0 1 0 0 6 
65.0 Operating a mimeoscope 9 0 0 0 0 1 8 
65.0 Making entries in purchases journal 9 0 0 0 0 0 9 
67.5 Operating addressograph 8 0 0 1 0 0 7 
67 .. 5 Operating teletype 8 0 0· 0 0 0 8 
69.5 Operating billing machine 7 0 1 0 0 0 6 
' 
69.5 Operating IBM key-punch 7 0 0 0 0 0 7 
e 
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Table XV indicates the 76 orrice activities listed accord-
ing to the classirication or the activity and the order or 
frequency within each classirication. Table XV also shows 
which job activities in the opinion or the respondents should 
receive more instruction in school. 
Table XV shows that most or the stenographic or secretarial 
activities were relatively high in total frequency or perrorm-
ance. This might be because most or the respondents classiried 
themselves as stenographers or secretaries. The activities 
or low rrequency or perrormance are activities or a specialized 
type such as operating teletype, operating billing machine, 
and operating IBM key-punch. 
The totals ror frequency or perrormance ror filing activi-
ties are high as shown in Table n. This ract indicates that 
secretarial students should be thoroughly trained to perform 
these filing activities. 
The respondents were asked to check the type or riling 
system they used. The replies indicated that 21 respondents 
used alphabetic riling exclusively; ten used subject riling 
exclusively, four used numeric riling exclusively; one used 
geographic filing exclusively; and six did not answer the 
question. Nine respondents used both alphabetic and subject 
riling; eight, alphabetic, numeric, and subject riling; eight, 
alphabetic and numeric riling; three, numeric and subject 
riling; two, alphabetic, subject, and geographic filing; and 
one, alphabetic, numeric, subject, and geographic filing. 
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One person reported using the Dewey decimal system, and one 
respondent reported using a special company code system. 
Alphabetic riling showed the highest total rrequency or 
perrormance, being used by 49 respondents. Geographic riling 
showed the lowest rrequency or perrormance, being used by 
three persons. 
As shown in Table XV, the bookkeeping and orrice machines 
activities had a lower rrequency or perrormance than the 
stenographic or secretarial activities. These low rrequencies 
indicate that those activities were probably being perrormed 
by employees with a dirrerent training rrom those or the 
college graduates. 
Some or the activities classiried as general orrice 
activities were .frequently perrormed by the respondents as 
shown in Table XV. The three with the highest .frequency o.f 
per.formance in this group were handling incoming and outgoing 
mail, doing orrice housekeeping, and distributing intero.frice 
communications. These activities are usually per.formed along 
with other secretarial duties, which might explain their high 
rrequency or perrormance. 
The orrice machines showing a high .frequency or use 
were the ten-key adding machine, the liquid duplicator, and 
the mimeograph. 
The graduates were asked t.o indicate whether they used 
a manual or an electric typewriter. The results showed that 
o.f the 74 respondents, 24 used manual typewriters; 30, electric 
typewriters; and 14, both manual and electric typewriters. 
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Six persons did not indicate what type of typewriter they 
used. Twelve of the respondents who used electric type-
writers had the executive model. 
The third part of Table XV indicates those activities 
which the respondents felt needed more instruction in school. 
T.he following activities were checked by from three to eight 
graduates as needing more instruction in schoolt composing 
letters at the typewriter, handling incoming and outgoing 
telephone calls, receiving callers, typing statistical work, 
cross referencing, typing multiple carbons, typing reports, 
articles, and manuscripts from rough drafts, making appoint-
ments and reservations, and taking routine dictation in 
shorthand and transcribing. 
TABLE XV 
THE 'TOTAL FREQUENCY OF PERFORMANCE OF THE 
76 AC"TIVITIES CLASSIFIED ACCORDING TO TYPE OF 
AC:PIVITY AND ARRANGED IN ORDER OF FREQUENCY 
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Approximate Frequency 
Job or Activity 
Stenographic and Secretarial 
Handling incoming and outgoing 
telephone calls 6 
Receiving callers 6 
Securing and compiling informa-
tion ~or reports 6 
Taking routine dictation in 
~ 
t) Q 
(I) 
& 
CD 
~ 
cd 
0 
2 
0 
0 
shorthand and transcribing 5 9 
Composing letters at the 
typewriter 5 
Ordering supplies and reporting 
on repairs 5 
Securing information needed ~or 
correspondence 5 
Making appointments and reserva-
tions 5 
Assisting in plans ~or social 
~unctions 4 
Taking dictation over the tele-
9 
8 
6 
l 
7 
phone 4 5 
Taking dictation at the typewriter 4 0 
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il 
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..clcd 
.P"' 
(I) 
~ 
0 
~ 
37 
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10 6 6 3 0 
5 12 5 10 5 
6 9 4 15 19 
10 12 6 l4 9 
2 8 10 12 23 
4 3 6 24 19 
6 10 12 18 3 
5 7 6 16 13 
3 l 2 6 35 
l l 5 10 28 
0 l l 12 26 
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Stenographic and Secretarial, cont. 
Receiving and sending telegrams 
by telephone 39 0 0 4 3 8 24 1 
Transcribing from recording 
machines 37 2 2 3 1 2 27 2 
Supervising and planning work for 
others 35 3 1 3 3 4 21 2 
Taking dictation of' minutes and 
transcribing 34 0 1 2 1 6 24 2 
Ty-ping Activities 
Addressing envelopes 63 5 5 5 20 13 15 0 
Typing letters and reports from 
longhand 62 19 6 7 6 18 6 1 
Typing multiple carbons 59 22 15 4 4 9 5 3 
Typing interoffice communications 59 18 8 11 3 8 11 2 
Typing cards and filling in forms 59 5 6 8 7 13 20 1 
Typing reports, articles, and 
manuscripts from rough drafts 58 13 12 5 2 13 13 3 
Typing tabulations and statis-
tical work 56 6 3 10 4 16 17 4 
Preparing masters for liquid ·' ,. duplicators 51 10 4 7 2 13 15 2 
I 
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Typing Activities, continued 
Typing mailing and other lists 47 1 1 4 4 11 26 1 
Typing :form letters 45 1 3 5 6 6 24 0 
Typing statements, bills, and 
invoices 40 3 2 2 2 7 24 1 
Preparing stencils 40 3 1 2 0 7 27 2 
Filing Activities 
Filing material 61 5 5 22 15 11 3 1 
Labeling new :folders 59 2 4 4 9 19 21 1 
Finding material 58 7 8 10 21 11 1 1 
Keeping a :follow-up :file 46 1 5 9 15 7 9 2 
. 
Sorting and coding material 44 4 8 10 4 8 10 1 
Transferring :files 43 0 3 1 2 8 29 1 
Cross referencing 37 2 2 3 4 5 21 4 
Bookkeeping Activities 
Keeping payroll records 19 0 1 3 0 7 8 1 
Preparing government reports 18 1 0 1 1 4 11 1 
Figliring and checking invoices 
e and statements 18 0 2 1 2 3 10 1 
.Job or Ac ti vi ty 
Bookkeeping Activities, continued 
Computing interest and discount 
Operating petty cash fund 
Operating a checking account 
Keeping inventory records 
Preparing financial statements 
Posting entries 
~ 
0 
Q 
(!) 
:::1 
Qi 
(!) 
& 
rl 
cd 
.p 
0 
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(1 7 
6 
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!14 
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I 
11 
I 
1 
i 
3 
Making entries in general journal P.. 
I 
I 
2 
Making· entries in cash journal i1 
I 
I 
2 
Making entries in sales journal 
Preparing a trial balance 
Making entries in purchases 
journal 
General Office Activities 
Handling incoming and outgoing 
mail 
Doing office housekeeping 
Distributing interoffice commu-
nications 
Preparing packages for mailing 
Collating material 
6 
6 
~ 
4 
I 
1 
0 
9 
3 
0 
1 
7 
3 6 
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1 0 1 2 1 8 
0 0 0 2 1 9 
0 0 1 0 0 11 
0 1 0 0 0 10 
0 0 0 0 0 10 
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12 9 21 13 5 3 
0 3 12 29 8 8 
4 6 9 12 11 9 
1 2 8 4 10 22 
1 6 2 4 11 12 
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General O:f:fice Activities, cont. 
Taking inventory 25 0 0 0 1 5 19 0 
Doing cashier work 17 2 1 0 1 2 11 1 
O:f:fice Machines 
Ten-key adding machine 31 0 1 3 4 8 15 0 
Liquid duplicator 25 0 3 2 3 8 9 1 
Mimeograph i17 0 0 2 0 6 9 1 
Full-keyboard adding listing 15 3 0 1 2 1 8 1 
I 
Rotary calculator 13 0 0 4 0 1 8 1 
Multilith 13 0 0 0 0 2 11 1 
Telephone switchboard jl2 1 2 1 0 1 7 1 
I 
I 
Key-driven calculator :12 1 0 0 1 4 6 2 
Chao kwr iter 10 1 0 0 0 2 7 1 
Bookkeeping machine 9 2 0 1 0 0 6 1 
Mimeosoope 9 0 0 0 0 0 9 1 
Addressograph 8 0 0 1 0 0 7 1 
Teletype 8 0 0 0 0 0 8 1 
e Billing machine 7 0 1 0 0 0 6 l ! 
I 
IBM key-punch I 7 0 0 0 0 0 7 1 f I ~st?:P. Un,lvers tJll 
Sohoollo:f fuca ion lti~l y 
,.. 
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Table XVI shows the meaning of the total frequencies of 
the job activities performed by the respondents. To deter-
mine the significance of the total frequencies, the activities 
were classified as follows~ The activities which were per-
formed more than two hours a day and from one to two hours a 
day were combined under the term ttmajorn activities. The 
activities which were performed from one-half to one hour 
every day and less than one-half hour every day were combined 
under the term Uregular" activities. The activities which 
were performed once or twice weekly and monthly or less 
frequently were combined as "occasional'' activities. 
After these activities were grouped, the ttmajor 11 and 
regular" activities were added together and divided by the 
total frequency of ttmajor, n 11regular, n and 1'occasional" 
activities to obtain the percentage of frequency of perform-
ance. 
In order to determine which job activities should 
receive more teaching emphasis, the responses for more 
instruction in school were divided by the total frequency 
of the classification. 
Table XVI indicates that although some of the activities 
are low in total frequency, they should be given more emphasis 
in school. 
Among the job activities which had a school emphasis 
between 10 and 15 per cent were handling incoming and outgoing 
telephone calls, receiving callers, composing letters at the 
typewriter, cross referencing, operating key-driven calculator, 
operating checkwriter, preparing trial balance, operating 
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bookkeeping machine, operating mimeoscope, making entries in 
purchases journal, operating addressograph, operating teletype, 
operating billing machine, and operating IBM key-punch. 
Tb.e job activities which showed a need f'or school emphasis 
between 5 and 9 per cent were typing multiple carbons, taking 
routine dictation in shorthand and transcribing, typing reports, 
articles, and manuscripts f'rom rough draf'ts, typing tabulations 
and statistical work, making appointments and reservations, 
preparing stencils, taking dictation at the typewriter, tran~­
scribing f'rom recording machines, supervising and planning work 
f'or others, taking diatation of' minutes and transcribing, 
keeping payroll records, preparing government reports, doing 
cashier work, operating f'ull-keyboard adding listing machine, 
keeping inventory records, preparing f'inancial statements, 
posting entries, operating rotary calculator, operating 
multilith, operating telephone switchboard, operating key-
driven calculator, making entries in general journal, making 
entries in cash journal, and making entries in sales journal. 
Rank 
1.5 
1.5 
3·5 
3·5 
5.0 
7.0 
7.0 
7·0 
e e 
TABLE XVI 
THE SIGNIFICANCE OF THE TOTAL FREQUENCY OF THE 76 OFFICE ACTIVITIES 
PERFORMED BY THE 69 RESPONDENTS AND ACTIVITIES WHICH NEED MORE EMPHASIS IN SCHOOL 
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Addressing envelopes 63 10 25 28 56% 0 o% Typing 
Handling incoming and outgoing telephone 
calls 62 47 12 3 95% 7 11% Stenographic 
and secretarial Typing letters and reports from longhand 62 25 13 24 61% l 2% Typing 
Filing material 61 10 37 14 7.7% l 2% Filing 
Receiving callers 60 28 17 15 75% 6 10% Stenographic 
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reports 60 13 13 34 43% l 2% Stenographic 
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18.5 Securing information needed for 
correspondence 56 13 22 21 63% 0 O% Stenographic 
18.5 Typing tabulations and statistical work 56 9 14 33 41% 4 7% 
and secretarial 
Typing 
21.0 Preparing masters for liquid duplicators 51 14 9 28 45% 2 4% Typing 
21.0 Distributing interoffice communications 51 10 21 20 60% 0 O% General 
21.0 Making appointments and reservations 51 9 13 29 43% 3 6% Stenographic 
24.0 Typing mailing and other lists 47 2 8 37 
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and secretarial 26.0 Keeping a follow-up file 46 6 24 16 65% 2 4% Filing 
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32.0 Typing statements, bills, and invoices 40 5 4 31 23% 1 3 Typing 
32.0 Preparing stencils 40 4 2 34 15% 2 5~ Typing 
32.0 Taking dictation at the typewriter 40 0 2 38 5% 2 5~ Stenographic 
and secretarial 34.0 Receiving and sending telegrams by 
18% 3% telephone 39 0 7 32 1 Stenogr!3:phic 
and secretarial 35.5 Cross referencing 37 4 7 26 30% 4 11% Filing 
35.5 Transcribing from recording machines 37 4 4 29 22% 2 5% Stenographic " 
and secretarial 37.0 Collating material 36 7 6 23 36% 0 O% General 
38.0 Supervising and planning work for 
others 35 4 ·. 6 25. 29% 2 6% Stenographic 
39.0 Taking dictation of minutes and and secretarial 
transcribing 34 1 3 30 12% 2 6% Stenographic 
and secretarial 
40.0 Operating ten-key adding machine 31 1 7 23 26% 0 O% Office machines 
41.5 ·operating liquid duplicator 25 3 5 17 32% 1 4% Office machines 
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Taking inventory 25 u l 24 4% 0 0%11 General 
Keeping payroll records 19 l 3 15 21% l 5% Bookkeeping 
Preparing government reports 118 l 2 15 17% 1 6% Bookkeeping 
44.51 Figuring and checking invoices and 
18 28% 6% Statements 2 3 13 l Bookkeeping 
47-0 Doing cashier work 17 3 1 13 29% l 6% General 
47.0 Computing interest and discount 17 0 4 13 29% 0 O% Bookkeeping 
47.0 Operating mimeograph 17 0 2 15 12% 1 6% Office machines 
49.0 Operating petty cash fund 16 0 3 13 19% 0 o% Bookkeeping 
50.5 Operating full-keyboard adding listing 15 3 3 9 40% l 7% Office machines 
50.5 Operating a checking account 15 0 4 11 27% 0 o% Bookkeeping 
52.5 Keeping inventory records 14 0 2 12 14% 1 7% Bookkeeping 
52.5 Preparing financial statements 14 0 l 13 7% 1 7% Bookkeeping 
55.0 Posting entries 13 l 3 9 31% l 8% Bookkeeping 
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55.0 Operating rotary calculator 13 0 4 9 31% 1 8% Office machines 
55.0 Operating multilith 13 0 0 13 O% 1 8% Office machines 
58.5 Operating telephone switchboard 12 3 1 8 33% 1 8% Office machines 
58.5 Operating key-driven calculator 12 1 1 10 17% 2 17% Office machines 
58.5 Making entries in general journal 12 0 2 10 17% 1 8% Bookkeeping 
58.5 Making entries in cash journal 12 0 l 11 8% 1 8% Bookkeeping 
61.0 Making entries in sales journal 11 1 0 10 9% 1 9% Bookkeeping 
62.5 Operating checkwriter 10 1 0 9 10% 1 10% Office machines 
62.5 Preparing trial balance 10 0 0 10 O% 1 10% Bookkeeping 
65.0 Operating a bookkeeping machine 9 2 1 6 33% 1 11% Office machines 
65.0 Operating a mimeoscope 9 0 0 9 O% 1 11% Office machines 
65.0 Making entries in purchases journal 9 0 0 9 O% 1 11% Bookkeeping 
67.5 Operating addressograph 8 0 1 7 13% 1 13% Office machines 
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Table XVII summarizes the .findings reported in Tables XIV, 
XV, and XVI. In Table XVII the activities are classi.fied 
according to the type o.f activity and are arranged in order 
o.f rank in each classi.fication. The time-.frequency rating in 
per cent and the school-emphasis rating in per cent are shown 
.for each classi.fication. 
The percentages given .for more school emphasis should be 
valuable as an aid in planning the course content o.f various 
subjects. 
The stenographic and secretarial activities which had a 
school-emphasis rating o.f 10 per cent or higher were receiving 
callers, handling incoming and outgoing telephone calls, and 
composing letters at the typewriter. 
The typing activity which had a school-emphasis rating 
o.f 5 per cent or higher were typing multiple carbons, typing 
reports, articles, and manuscripts .from rough dra.fts, and 
preparing stencils. 
The .filing activity which had the highest school-emphasis 
rating o.f ll per cent was cross re.ferencing. 
The bookkeeping and accounting activities which had a 
school-emphasis rating o.f lO per cent or higher were preparing 
a trial balance and making entries in the purchases journal. 
The only general activity which showed a school-emphasis 
r-ating was doing cashier work. 
The o.f.fice machines which showed a school-emphasis o.f 
10 per cent or higher were operating the checkwriter, operating 
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the mimeoscope, operating bookkeeping machine, operating 
billing machine, operating addressograph, operating teletype, 
operating IBM key-punch, and operating key-driven calculator. 
Rank 
3-5 
21.0 
38.0 
16.0 
35-5 
TABLE XVII 
SIGNIFICANCE OF ACTIVITIES IN EACH CLASSIFICATION 
Activity 
Time-
.frequency 
Rating in 
Per Cent 
Stenographic and Secretarial 
Handling incoming and outgoing 
telephone calls 95 
Receiving callers 75 
Securing in.formation needed .for 
correspondence 63 
Taking routine dictation in short-
hand and transcribing 61 
Securing and compiling in.formation 
.f?r reports 43 
Making appointments and 
reservations 43 
Composing letters at the typewriter 41 
Assisting in plans .for social 
.functions 41 
Supervising and planning work .for 
others 29 
Ordering supplies and reporting 
on repairs 26 
Transcribing .from recording 
machines 22 
School-
emphasis 
Rating in 
Per Cent 
ll 
10 
0 
3 
2 
6 
14 
4 
6 
3 
5 
Rank 
2?.5 
39.0 
32.0 
11.5 
11.5 
3-5 
1.5 
16.0 
21.0 
11.5 
18.5 
27-5 
32.0 
Activity 
Stenographic and Secretarial, cont. 
Receiving and sending telegrams 
by telephone 
Taking dictation over the 
telephone 
Taking dictation of' minutes and 
transcribing 
Taking dictation at the 
typewriter 
Typing Activities 
Time-
f'requency 
Rating in 
Per Cent 
18 
16 
12 
5 
Typing multiple carbons 76 
Typing interof'f'ice communications 68 
Typing letters and reports f'rom 
longhand 61 
Addressing envelopes 56 
Typing reports, articles, and 
manuscripts f'rom rough draf'ts 55 
Preparing masters f'or liquid 
duplicators 45 
Typing cards and f'illing in f'orms 42 
Typing tabulations and statistical 
work 41 
Typing f'orm letters 33 
Typing statements, bills and 
invoices 23 
Typing mailing and other lists 21 
Preparing stencils 15 
63 
School-
emphasis 
Rating in 
Per Cent 
3 
2 
6 
5 
5 
3 
2 
0 
5 
4 
2 
7 
0 
3 
2 
5 
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e 
Time- School-
.frequency emphasis 
Rank . .Activity Rating in Rating in 
Per Cent Per Cent 
Filing .Activities 
16.0 Finding material 79 2 
5.0 Filing material 77 2 
26.0 Keeping .follow-up .file 65 4 
29.0 Sorting and coding material 59 2 
11.5 Labeling new .folders 32 2 
35·5 Cross re.ferencing 30 11 
30.0 Trans.ferring .files 14 2 
General O.f.fice .Activities 
1.5 Handling incoming and outgoing 
mail 87 0 
7-0 Doing o.f.fice housekeeping 73 0 
21.0 Distributing intero.f.fice commu-
nications 60 0 
37.0 Collating material 36 0 
24.0 Preparing packages .for mailing 32 0 
47·0 Doing cashier work 29 6 
41.5 Taking inventory 4 0 
Bookkeeping .Activities 
55.0 Posting entries 31 8 
47-0 Computing interest and discount 29 0 
44·5 Figuring and checking invoices 
and statements 28 6 
-
50.5 Operating a checking account 27 0 
43.0 Keeping payroll records 21 5 
Rank 
44-5 
52.5 
61.0 
58.5 
52.5 
62.5 
65.0 
58.5 
65.0 
41.5 
55.0 
40.0 
65.0 
58.5 
69.5 
67.5 
47-0 
62.5 
Activity 
Bookkeeping Activities, continued 
Operating petty cash f'und 
Making entries in general 
journal 
Preparing government reports 
Keeping inventory records 
Making entries in sales journal 
Making entries in cash journal 
Preparing f'inancial statements 
Preparing trial balance 
Making entries in purchases 
journal 
Of'f'ice Machines 
Operating f'ull-keyboard adding 
listing 
Operating telephone switchbpard 
Operating bookkeeping machine 
Operating liquid duplicator 
Operating rotary calculator 
Operating ten-key adding 
Operating bookkeeping machine 
Operating key-driven calculator 
Operating billing machine 
Operating addressograph 
Operating mimeograph 
Operating checkwriter 
Time-
f'requency 
Rating in 
Per Cent 
19 
17 
17 
14 
9 
8 
7 
0 
0 
40 
33 
33 
32 
31 
26 
33 
17 
14 
13 
12 
10 
65 
School-
emphasis 
Rating in 
Per Cent 
0 
8 
6 
7 
9 
8 
7 
10 
11 
7 
8 
11 
4 
8 
0 
11 
17 
14 
13 
6 
10 
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Time- School-
f'requency emphasis 
Rank Activity Rating in Rating in 
Per Cent Per Cent 
Of'f'ice Machines, continued 
67.5 Operating teletype 0 13 
55.0 Operating multilith 0 8 
65.0 Operating mimeoscope 0 11 
69.5 Operating IBM key-punch 0 14 
The graduates were requested to list activities which 
were not on the check list. Among the suggested activities 
were: handling classified material, making use of' the library, 
keeping special cost and expense accounts, proofreading and 
editing, handling special accounting processes, keeping 
special records or logs, and operating photo-copy machines. 
The f'irst two activities, handling classified material and 
making use of' the library, have a technical application 
which the respondents f'elt should be taught in school. One 
person suggested that the operation of' photo-copy machines 
should be taught in school. 
The respondents were also asked to indicate which 
activities they perf'ormed f'or f'our or more hours d~ily, 
including a weekly total. Only eighteen persons answered this 
question. Eleven of' the respondents typed f'rom f'our to seven 
hours daily, or f'rom 20 to 25 hours weekly. Three respondents 
spent f'rom f'our to f'ive hours daily, or f'rom 20 to 25 hours 
weekly, receiving and placing telephone calls. Two persons 
spent from five to seven hours, or from 25 to 35 hours weekly, 
editing. One respondent composed letters at the typewriter 
for five hours daily with a weekly total of 25 hours. Figuring 
steam logs for four or more hours daily, or for 25 hours weekly, 
was performed by one respondent. One person handled mail for 
from four to six hours daily, a weekly total of 24 hours. This 
information indicates that most of the respondents were perform-
ing a variety of office activities, while only eighteen persons 
were performing activities which took a major part of their 
working time. 
Chapter V contains the summary and conclusions of this 
survey. 
CMPmRV 
SUMMARY AND CONCLUSIONS 
T.he major problem of .this study was to determine for 
purposes or curriculum revision the activities and duties 
most frequently performed by the secretarial graduates. 
or the 104 data sheets and check lists sent to the 
secretarial graduates of Merrimack College, 74, or 71 per cent, 
were returned. From these returns the following findings and 
conclusions were formed~ 
1. or the 74 respondents, 60 were doing stenographic or 
secretarial work at the time or the study. Eleven or the 
respondents had heid full-time office jobs, but were full-
time students, teachers, or married and at home at the time 
or the survey. 
2. Fourteen graduates reported additional schooling 
since graduating from Merrimack College. 
3. Forty-five per cen~ or the respondents were with the 
original employer. 
4· All or the respondents who were doing or had done 
office work were placed in secretarial or stenographic posi-
tions within five months after graduation. 
5. Only 17 or the 74 respondents obtained first jobs 
through the College placement office. 
6. Forty-seven or the 60 respondents employed in office 
positions at the time of the study reported that they were 
satisfied with their positions. Any dissatisfaction expressed 
was because of low salary, desire for more responsibility, 
~ \111111111' 
.e 
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lack or use or shorthand skill, or desire to work ror a small 
company. 
7• Current weekly salaries range from $52.00 to $81.00. 
8. Forty-eight of the respondents had set up a new riling 
system. 
9. Sixty per cent of the graduates reported shorthand, 
typing, secretarial practice, ofrice machines, and filing were 
most helprul. Accounting, business psychology, mathematics, 
public speaking, English, sociology, economics, religion, 
philosophy, journalism, general ethics, and business law were 
also reported as being most helpful. 
10. Twenty per cent or the graduates reported the rollow-
ing subjects would have been helprul: technical vocabularies 
for engineering, medical, and legal secretaries. A course in 
public relations would have been helpful to 20 per cent of the 
graduates, while 14 per cent suggested public speaking and 
7 per cent suggested methods of teaching business subjects. 
11. The three highest ranking activities were handling 
incoming and outgoing mail, addressing envelopes, and handling 
incoming and outgoing telephone calls. 
12. The stenographic and secretarial activities most 
rrequently perrormed were handling incoming and outgoing tele-
phone calls, receiving callers, securing and compiling 
iurormation ror reports, taking routine dictation in shorthand 
and transcribing, composing letters at the typewriter, ordering 
supplies and reporting on repairs, securing inrormation needed 
for correspondence, and making appointments and reservations. 
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13. Sixty-three respondents reported performing each of 
the activities handling incoming and outgoing mail and 
addressing envelopes. 
14. Handling incoming and outgoing telephone calls ranked 
third in total frequency, being performed by 62 respondents. 
Seven of the graduates felt this activity should receive more 
instruction in school. 
15. Filing material ranked fifth on the lis·t of activi-
ties, being performed by 61 graduates. Alphabetic filing 
had the highest frequency, being used by 49 graduates. 
16. The three most frequently performed general office 
activities were handling incoming and outgoing mail, doing 
office housekeeping, and distributing interoffice communi-
cations. 
17. Bookkeeping activities were low on the frequency 
list. Keeping payroll records, reported by 19 graduates, 
ranked the highest in this group. 
18. Addressing envelopes ranked first in frequency of 
typing activities and was performed by 63 respondents. 
Typing letters and reports from longhand ranked second in 
frequency, being performed by 62 persons. 
19. Graduates were not primarily employed as office 
machine operators. The most frequently used office machine, 
excluding the typewriter, was the ten-key adding machine. 
Chapter VI contains the recommendations for improving 
the secretarial program. These recommendations were taken 
from suggestions made by the respondents on the data sheets 
and from the job-activity analysis. 
CHAPTER VI 
RECOMMENDATIONS FOR IMPROVING 
THE SECRETARIAL SCIENCE PROGRAM 
The analysis o~ the rindings o~ this study indicates the 
~ollowing recommendations ~or improving the secretarial 
science program. 
1. There is a need ~or coUrses to develop secretarial 
techniques and shorthand vocabularies ~or engineering, 
medical, and legal secretaries. 
2. Answering the telephone, taking dictation over the 
telephone, and meeting callers, customers, and clients should 
be a major unit in secretarial classes. 
3. More instruction should be given in composing letters 
at the typewriter. 
4. Emphasis in typing should be placed upon the activi-
ties most ~requently per~ormed on the job--typing tabulations 
and statistical material, typing o~ letters, reports, minutes 
and articles ~rom rough dr~ts and longhand, addressing 
envelopes, typing multiple carbons and intero~~ice communica-
tions, and ~illing in cards and ~orms. 
5. The secretarial service training program should be 
strengthened. 
6. The secretarial department should continue to ~urnish 
the o~~ice machines laboratory with the most modern equipment. 
Opportunities through classroom demonstrations, workshops, and 
~ield trips should be given to ~amiliarize the students with 
the newest developments in orrice equipment not ~easibly 
provided in the laboratory. 
7• A co~se in speech or public speaking should be 
required of every secretarial student. 
8. Twenty per cent of the graduates recommended a 
course in public relations and personality development. 
9. Filing should continue to be a major unit in con-
junction with office machines. 
72 
10. Seven per cent of the graduates recommended methods 
courses and practice teaching in business education. 
11. More assistance should be given graduates in making 
job contacts. 
12. A unit on supervising and planning work for others 
and planning social functions should be included in secre-
tarial techniques. 
13. This study revealed the need for a systematic 
follow-up to keep the course content in conformity with the 
graduates• job activities and requirements. 
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APPENDIX 
Dear Graduate: 
MERRIMACK COLLEGE 
NORTH ANDOVER, MASSACHUSETTS 
Novenlber 1, 195E 
I am making a survey of the secretarial graduates of 
Merrimack College to determine the effectiveness of the curriculum 
in preparing them for positions in the secretarial field. The 
data obtained will be most valuable in evaluating our present 
curriculum and 1~11 help in revising it~ if necessary. 
This is an excellent opportlurity for you to cive information 
which will help in planning for the future needs of our students. 
By fillin£ out the enclosed survey data sheet and check list, you 
1vill be rendering a service to your college and future graduates. 
All information given >vill be held in confidence, and data 
will be used in tabular for1.1 only. Your name is needed only for 
the purpose of check-ing the returns received. 
As the success of this study depends upon the response 
received, a prompt reply will be appreciated. A stamped, self-
addressed envelope i~ enclosed for yoliT convenience. 
Survey Data Sheet 
Check List 
Sincerely yours, 
Lydia T. Carse, Assistant Professor 
Secretarial Science Department 
Stamped, Self-addressed envelope 
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SURVEY DATA SHEET 
A survey of the secretarial graduates of Merrimack Collere for the years 
1953 through 1958 to determine the effectiveness of the curriculum in 
preparing students for business. 
PERSONAL DATA: 
1. Name: Miss 
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1~s.------~Fi~.~r-s~t------~~~ft~d~dl~e-----L~a-s-t~--~M~a~i~de-n--nam---e-----
2. Address: 
Street City State 
3. Year of graduation: 
4. Indicate prof_ram completed: Two-year ___ .; four-year __ 
EDUCATIONAL HISTORY SINCE GRADUATION: 
5. Please list any educational work ~fl1l.ch you have completed since 
graduation from Merrimack College. 
(a) j (b) (c) I (d) I 
Institution I From Da.F~I?-To .... _ Type of Program I Degree or Other I Recognition Receive~ 
I 
! 
I j 
! 
J 
6. Are you now employed? Yes ; No 
---
7. If not employed, please check reason for unemployment: Jviarriage ___ .; 
ill health ; attendinE school ; inability to obtain job 
desired ; other: • 
---------------------------------------------
8. Please list information about your first, second, and present positions 
obtai_~ed after graduating from Merrimack College. 
i (b) ~ C c)* I C d) I 
l, j Method of lD~_!;~ __ C?!..-~~o:YE!:~~-~1 
(a) 
Name of Company 1Posi tion Held 1 Placement !?.~~~~I Ending i i------------------------~~ ------------~~------------~--M_o_. __ Yr __ .-rM_o_.~i_Yr __ .~ 
I l' il. j 
12----------------------+---------~-------------+---+t'.--~--+-~ 
!Present . 
(c)* Indicate whether obtained by personal contact, commercial employment 
agency, friend, relative, college placement office, or other means. 
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9. What was the startj.nf. Heekly wage on your first job? 
----------------
10. What is the ueekly wage on your present job? 
-------------------------
11. Considering all jobs, how many different office positions have you 
held since graduat:i.on? 
-----~--
12. Are you satisfied 1-Vith your present position? Yes ; No 
If the answer is 11No, u wr.tat type of position do you desire~ 
Comment; 
--------------------------~------------------------------
13. Have you, at any time, set up a nev< filing system? Yes_; No __ _ 
14. What business subjects studied at Merrimack College do you consider 
helped you most in your first position? 
15. What business subjects studied at Nerrimack College do you consider 
helped you least in your first position? 
16. What nonbusiness subjects studied at Merrimack College do you consider 
helped you most in your first position? 
17. lJhat subjects not taken at l·lerrimack Coll~ge would have been helpful 
to you in your first position? 
lL. In tvhat vrays could the college have helped you more? Please be frank. 
Your conrrnents <rill be most valuable in in1provin( our curriculum. 
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CHECK L:IBT 
Please check 11 / 11 to indicate approximate frequency of duties which you perform on 
your present job. 
Please check Column G only if you feel more emphasis should be given to that item 
in school. 
Approximate Frequency 
of Performance 
(Check only one) 
A B c D E F 
Job or Activity 
.. . . . 
(/) ~ it it ~ (/) ~>. ,...., ~ ~ >. C\ll>, C\ll>, nj 0 l>, ,....,~ 
·s Jj §:.:1 0,.-j ..P,.-j H j:l +> ·rl ~~ §'@ +> (!) 0 ~ ...s:: m m (!) +>ro r-lro ...oro H ~ l>-.0" 
r-1 +> 0 2~ (!) @ H @ C/l (!) ..P'H ~ ~ C/l C) g H ~ j:l !Xi 0 ;:E: 
I. STENOGRAPHIC AND SECRETARIAL ACTIVITIES: 
1. Taking routine dictation in shorthand and 
transcribing 
2. Composing letters at the typewriter 
3. Transcribing from recording machines I 
4. Handling incoming and outgoing telephone 
calls 
5. Receiving callers 
6. Making appointments and reservations 
7. Assisting in plans for social functions 
8. Ordering supplies and reporting on repairs 
9. Supervising and plru1ning work for others 
10. Taking dictation at the typewriter 
11. Taking dictation over the telephone 
12. Taking dictation of minutes and 
transcribinf! 
13. Receiving and sending telegrams by 
telephone 
14. Securing information needed for 
correspondence_ 
15. Securing and compiling information for 
• 
reports 
\ 
"16. Other stenographic and secretarial duties 
not listed! 
-
-· 
G 
j:l 
0 
•rl 
..P,.-j 
C) 0 
:::J' 0 
H...s:l 
+> C) 
C/l C/l j:l 
•rl -~ 
(!) 
H 
~ 
.. 
·~ 
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Please check tt..; 11 to indicate approximate frequency of duties which you perform on 
your present job. 
Please check Column G onlz if you feel more emphasis should be given to that item 
in school. 
------------------------------------------------.--.-----.-,r-~--------~---Approximate Frequency 
Job or Activity 
of Performance 
(Check only one) 
A B 0 D E F G 
------------------------------------------------~~--+---+---4---+---~---+----
II. TYPING ACTIVITIES: 
17. Addressing envelopes ______________________ +---+---+---~--~--~---4-----
18. Typing letters and reports from longhand __ -+--~--~----r-·--~--+---·~----
19. Typing reports, articles, and manuscripts 
from rough drafts ____________________ ~--·-+--~--~~~----~--4·-----
20. Typing multiple carbons __________________ ~---~--~----r---~--+---~----
21. Preparing masters for liquid duplicators __ -+--~--~~--~--r---+---~----
22. Preparing stencils _______________________ ·-+--~--~~--r----~--~-----~----
23. Typing statements, bills, and invoices ____ ~·---;--_,----r---~--r---~----
24. Typing cards and filling in forms _____ __,f--+--+--+--+----+-----+--
25. Typing tabulations and statistical work~--+---~--~--~---r--+·---~·-----
26. Typing interoffice communications ________ _,~--+---+---,_-+---4----+------
27. Typing mailing and other lists ____________ 4----r--~---+---+--~----+----
28, Typing form letters_--:-~~--·-----+--+--+--+-·-+--+----1---
29. Other typing duties not listed~---------~----r---+---+---+---4---~------
---------------------------------------------4----r--~---+---+--~----4-----
III. FILING ACTIVITJES: 
30. Sorting and coding material~--------------~-----~--~---+-------·-~----r----
31. Gross referencing __________________________ ~--~---+--~---+--~-----+----
32. Filing material·-------------------------------~---~---+---~---+--_,------+---·-
33. Finding material----------------------------4----~·---~--+----r---4----+--·----
34. Keeping a follow-up file------------------~--~~~----r-~------r----,---·----
35. Transferring files_·-----------------------r---+---+--~r-~~--~--,_ ___ ___ 
36. Labeling new folders ___________________________ r---+---+---~--~---r----;------
37. Other filing duties not listed=----------~----r---+----~----,_--~---+----
38. Please check filing 
Alphabetic 
Numeric 
Subject 
system you use: 
Geographic 
Soundex 
Other (identify) 
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Please check nvu to indicate approximate frequency of duties which you perform on 
~our present job. 
Please check Column G only if you feel more emphasis should be given to that item 
in school. 
Job or Activity 
Approximate Frequency 
of Performance 
(Check only one) 
ABC DE F G 
----~------------------------------------------~--~--~--~--~--~---fL---
rv. BOOKKEEPING AND ACCOUNTING AOTrfiTIES: 
39. Making entries in general journal·-----------~---+--~----~---+--~~--+----
40. Making entries in purch~es journal ______ ·---+--~---+--·--r-~r----+---..,_---
41. Making entries in sales journal. ____________ ~---r--~----+---+--~----r---
42. Making entries in cash j ournal. ______ -+---11----f--+---+---+---+--
43. Posting entries. ______________ +--·-+--+---+--+----+---+--
44. Operating petty cash fund, _________ -+--l---+--l~-+--..,--+--
45. Keeping payroll records _____________________ ~---+--+----~--4----+·---+---
46. Keeping inventory records ____ ~------------+--~+---+----..,_--~---+---+----
47. Computing interest and discount. ___________ ~---~--..,_--+---+--~----r---
48. Preparing a trial balance ___________________ .,_ ___ r--+---..,_--~---+~---+----
49. Preparing financial statements ___________ ~--~r--;---r----r---1----+----50. Preparing government reports _______________ -+---f---+----+----+----+----..,_---
51. Operating a checking account ________________ ~--~----+----r---~--+---..,_---
52. Figuring and checking invoices and 
statements _____________ ~---------------+---;----r----+---+---+--~---53. Other bookkeeping and accounting 
duties not listed: ____ , _________________ _,_ __ ~---+---+---+--~1----+----
V. GENERAL OFFICE ACTrfiTIE§.; 
54. Handling incoming and outgoing mail. _________ ~--~--~---+---+--~----~---
55. Preparing packages for mailing ____________ -+---4----+----~--~--+---_,_ ___ _ 
56. Distributing interoffice communications ____ ~----+--~--_..,---4----~·---r---
57. Taking inventory ____________________________ +---~--4----~--~---+-----r---
58. Doing cashier work _________________________ -+--~t----r---+---+--_,-----+---
59. Collating material. ________________________ -4---l~-4----1---4---~~--+-----
60. Doing office housekeepin.o_g ________________ -r·--~--~--~---+--_..,r---+----
61. Other general office duties not 
listad; _______________________________ -r---~----r---+---+---+----,_ __ _ 
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Please check 11 ../ 11 to indicate approximate frequency of duties which you perform on 
~your present job. 
Please check Column G only if you feel more emphasis should be given to that item in 
school. 
Approximate Frequency 
of Performance 
(Check only one) 
A B c D E F 
0 . 
. . l! l! ] til til Job or Activity l! gsl>. rl ~ Q) Q rl~ C\ll>;. C\l B~>. rll>. •rl 0~ .&~ H ~ §;,:! C\l;,:j §;,:j 0 gg +> •rl 
..s:tro ro ~~ ..s:t ro H Q) l>.ol .P"C1 rl"C1 +''1:1 0 Q) :£!~ 
@ @ 
~ 
Q) til Q) ~Ct-1 H til Q 
~ ~ H ~ ~ ~ JZi 0 
v I. OFFICE MACHINES OPERATE~: 
62. Ten-key adding machine 
63. Full-keyboard adding listing machine 
64. Rotary calculator 
65. Key-driven calculator 
66. Bookkeeping machine 
67. Billing machine 
6S. Liquid duplicator 
69. Mimeograph 
70. Mimeoscope 
71. Multilith 
72. Oheckwriter 
73. Addressograph 
74. IBM Key-punch 
75. Telephone switchboard 
76. Teletype_ 
77. Other office machines not listed! 
- ---
7S. Please check the typewriter you use: 
Manual ; Electric; 
Standard ; Executive __ _ 
VII. If ~ou spend four or more hours daily on any one activity;. please list this 
act1vity on the chart below. Indicate how many hours you spend on it each 
day and include the total for the week. 
OA UTION ~ Do not have a total of more than eight hours a day. 
G 
g 
•rl 
.j.)rl 
Q 0 
::J 0 
H..d. 
.j.) Q 
til til 
.~ .~ 
Q) 
H 
~ 
Activity Mon. Tue. Wed. Thurs. Fri. Weekly Total 
Ex. Answering telephone 6 6 6 lS 
Ex. Filing material 4 4 8 
• 
